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Tills regulation prescribes the policies and 
the proidotion of all personnel in OSI, including 
. idainistrativa and professional employees. 


i? 

! if» 

clerical, 


It is tho intent of the promotion policies of OSI to recognise 
aerit and to attract, encourage the development of, and retain 
high caliber scientific intelligence officers and supporting 

personnel. 


, POLICIES 

It shall be the fundamental policy of OSI to promote from within 
and later ally employ new personnel only when there are no employee© 
-available within OSI who possess the demonstrated development 
potential and oualifications to assume and accomplish tho duties 
of a higher position. 

Promotion shall be dependent upon tho following four factors? 

Cl) Existence of a suitable vacancy, ice*, a job of a higher 
grade, or a job that will audit to a higher grade in terms 
of the level of difficulty end responsibility actually 
being performed. 

(2) Work performance better than satisfactory or good, i»e., 
very good to outstanding. 

(3) Completion of a minimum time in grade. (See paragraphs 
2.c. and d., page 2.) 
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(4) Couplet® qualifications of the Individual for the grade or 
vacancy recommended, including: 


(a) Maturity and Judgment 

lb) Educational background and/or exparience 

(o) Developnent potential 

(d) Demonstrated leadership or supervisory characteristics, 
if required by the position 


recoiaaendJng and approving authorities will use the following 
table as a guide In determining the minimum time in grade for an 
employee whoa© work performance and development potential are adjudged 
to be outstanding c Employees whose work performance and development 
potential are adjudged to be vary good or excellent are expected to 
tarve a longer time in grade. 


Grad® to Which Promoted 

GS - 3, 4, 5 
OS - 6 , 7 
OS - 8, 9* 10 

ns ... 11 

GS - 12 

GfW 13 

GS - 14 

GS - 15 and above 


jSaJtotttaia 

6 

7 

9 

12 

15 

18 

21 

24 


t The above ndrdmum time in grade will be waived only in the ©vent of 
she following* 


11 ) Unir-uely outstanding work performance of great credit to the 
Agency that cannot be awarded by n in-grade merit increase" 
water the Agency Incentive Awards Program,, 

(2) Demonstrated work performance which positively establishes 
that an employee has been employed by the Agency at a grade 
that is inferior and not commensurate with his with his 

qualifications c 

e The approving authority will insure that any employee promoted to 
GS— 14 and above merits the promotion above all other employees in 
th© office of comparable grade in accordance with the criteria 
defined inppsragraphs 2»b. and c»» above 


? An employe© shall not be penalized from the standpoint of promotion 
because he or she occupies a career development slot or is under- 
going training away from his or her regularly assigned duties* 
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AO/SI is responsible for the final office approval of all promotion 
motions to grade OS-12 and above. 

b DAD/si is responsible for the final office approval of all promotion 
actions to grade GS-X1 and below. 

s Bach Division and Staff Chief is responsible for the ©suitable 
administration of promotion actions within his unit in accordance 
tilth this regulation. 

Cl) He will insure that each member of his unit is acquainted 
with Office promotion policies and understands his or her 
opportunities for advancement in grad®. 

(2) He will initiate promotion actions for members of his unit 
when appropriate and insure that the employee Involved is 
informed of the action taken within 0SI on his or her 
pmaotien, (See paragraph 4„e.) 

A„ Sbaecutive/Sl is responsible for? 

Cl) Periodic review of the Office promotion policies to insure they 
are consistent with Agency policies and ffl/l area practices. 

(2) Detailed review of promotion practices and time in grade data 
on all employees within OSI at least once each year to insure 
equitable administration within the Office. 

s. Bhiof, Administration Branch is responsible for* 

Vi) The expeditious processing of all promotion actions, 

(2) The maintenance and presentation of adequate personnel 
information and statistics necessary for the reviewing 

of recommended promotions and the periodic audit of Office 
promotion policies and practices. 

(3) Advising Executive/SI of any deficiencies in Office 
promotion policies and practices on a continuing basis. 

4, P80CEDBHES 

a, m recommended promotions for personnel supervised by the 

division and Staff Chiefs will be submitted in memorandum form by 
ha unit chief involved to DAD/SI, through Chief, Administration 
ranch, including the following information? 
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(1) A brief statement as to why the promotion reconanended is 
justified under the policies prescribed herein, including 
specific reference to significant work accomplished by the 
employee, 

(2) A brief statement of the career development plans for the 
employees if ha or she has a professional classification, 

(3) A draft position description of the job to which the 
employee Is being promoted if such a position description 
has not already been drafted and processed, 

Chief, Administration Branch will prepare the background personnel 
data on the promotion action necessary for its review and submit 
the promotion j 

{1} To the nest regularly scheduled meeting of the 0SX Career 
Service Board if the promotion is to GS-12 ortbcve. The 
recommendation of this Board will be submitted to AD/SI for 
final approval, 

(2) To the DAD/Sl's Promotion Board if the promotion is to 
GS-11 and below. The recommendation will be reviewed by 
this Board within ten days after receipt by Chief, 

Administration Branch. 

e DAD/SI’s Rronwtlon Board will consist of the following members: 

DAD/SI— Chairman 
Sxecutive/SI 

One Division or Staff Chief, designated by the Chairman 
Chief, Administration Branch— Secretary 

This Board will meet on call of the Chairman to review and advise 
Mm on promotion actions to GS-11 and below, 

6 Recommended promotions of Division and Branch Chiefs will be submitted 
by DAD/si directly to AD/SI in memorandum form including the informa- 
tion outlined under paragraph 4. a. , above, 

s. Promotion actions approved by AD/SI (GS-12 and above) and DAD/SI 

(GS-11 and below) will be promptly submitted to the Personnel Office 
by the Chief, Administration Branch, Chief, Administration Branch 
will notify the originator of the promotion action when the action 
is forwarded to the Personnel Office, 
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Remarks: 


Forwarded per our phone conversation this 
morning. This is OSI’s attempt to develop a 
more definitive policy. A t li 
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